
 

 
INFORMATION FOR GRANT RECIPIENTS 

 

REPORTING INSTRUCTIONS 
 
The success of Impact San Antonio is determined, in part, by the accomplishments 
of our grant recipients.  Reports are an essential tool in that they provide critical 
information regarding the progress, successes and complications of your project, 
as well as your ability to attain the short-term and long-term goals as set forth in 
your original application.  As a condition of the contract your agency signed with 
Impact San Antonio, you are required to submit progress reports, a final report, 
and outcomes reports at the times specified below.   
 
General Instructions
 

    

1. Use your agency letterhead to prepare the report.  Provide the following 
information at the top of the first page:  

  
Name of project 

 Year of grant award 
 Type of report (i.e. Progress, Final or Outcomes) 
 Name, phone number and email of person completing report 
 Date of report 
 

2. Answer the questions below for your specific report type.  Photos of project 
progress are encouraged. 

3. Submit the report and Expenditure Summary Form (as required) by email to 
your agency’s liaison who will review for completeness and forward to the 
Grant Oversight and Outcomes chair. 
 



  
 

Progress Reports 
Note that delinquent progress reports may delay reimbursements until reports 
are up to date. 

(required every six months from contract date) 

 
1. What are the goals of your project? 
2. In your opinion, are you progressing with your project in a timely manner?  

Please explain and provide specific
3. Do you believe your project will be completed within the 24 month period 

beginning from the contract date? 

 accomplishments to date. 

4. Provide an accounting of grant expenditures to date.  Include an up-to-date 
copy of the Expenditure Summary Form. 

5. What goals, if any, have been attained by the time this Progress Report was 
prepared. 

6. Include any additional comments not covered in the above questions. 
 
Final Report
 

  (due within 30 days of project completion) 

1. What were the goals of your project? 
2. Were you able to complete the project as defined in the application and 

within the time period you specified?  If not, provide information 
regarding unforeseen barriers and/or issues that affected timely 
completion. 

3. Were the funds from Impact San Antonio sufficient to complete the 
project?  If not, indicate the source(s) of additional funding.  Include the 
signed Expenditure Summary Form which acknowledges your agency has 
received all funds due from Impact San Antonio for this project.  Explain 
deviations, if any, from the original approved budget. 

4. How many of your clients (number and percentage of total population 
served) have already received benefits from this project?  In what way 



have they benefitted?  How has the community as a whole been impacted 
by this project thus far? 

5. Did your agency collaborate with any other organization(s) to meet the 
goals of the project?  If so, please provide their name(s) and role(s) in the 
project.   

6. Please share any anecdotes or stories you might have regarding your 
clients and/or volunteers who were involved with this project and the 
impact on their lives. 

7. Include any additional comments not included in the above questions. 
 
Outcomes Reports
Note that delinquent outcomes reports may affect the agency’s ability to apply 
for additional grants from ISA. 

 (due one and two years after Final Report date) 

 
1. In your original application you were asked to provide information 

regarding how the lives of your clients would change as a result of this 
project.  Now that some time has elapsed since project completion, please 
explain how your clients’ lives were actually affected. 

 
2. How has the project had a ripple effect on others, i.e. multi-generations, 

family, volunteers, community? 
 

3. What measurement tools were you able to use to determine outcomes?  
Are these the same tools you proposed in your original application? 

 
4. Will you continue collecting data regarding the outcomes of this project?  If 

so, how will that information be used? 
 

5. How have you notified your clients and the community that Impact San 
Antonio provided funding to help support this project? 


